












































































































ARTICLE 32 

ATIENDANCE 

In order to ensure the Pottawattamie County Sheriff's Office provides the appropriate and 

timely response to the citizens of Pottawattamie County, it is the policy of Pottawattamie 

County to require employees to report for work punctually and to work all scheduled hours and 

any required overtime. Excessive tardiness and poor attendance disrupt work flow and service 

to the taxpayers of Pottawattamie County and therefore cannot be tolerated. 

Definitions: 

Unauthorized Absence: 

An absence is considered to be unauthorized if the employee has not followed proper 

notification procedures or the absence has not been properly approved. 

Tardy: 

A tardy is defined as reporting to work after the designated start time at the beginning of the 

work shift or reporting to work late after designated lunch and break times 

Sick Leave Abuse: 

Sick leave abuse means the utilization of sick leave for unauthorized purposes or the 

misrepresentation of the actual reasons for charging an absence to sick leave. This may include 

a chronic or patterned use of sick leave. Supervisors will document all sick leave absences on 

Sick Leave Usage Control calendar in order to assist with the identification of potential sick 

leave abuse. Indications of sick leave abuse may include but are not limited to the following: 

a) Patterned use of sick days or unpaid leave the day before, or the day after, regularly

scheduled days off.

b) Patterned use of sick leave or unpaid leave the day before, or the day after, a holiday.

c) Patterned illness on Holidays for which the employee is scheduled to work.

d) Patterned use of sick leave on days that have been submitted for time off and have

previously been denied.

e) Patterned use of sick leave or unpaid leave on the same day or the week, or month.

f) Patterned use of sick leave or unpaid leave on, or the day after, payday.

Pattern use shall be considered any three {3) or more occurrences of any one of the above or 

determined events in a rolling calendar year. 

Procedure: 
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